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Classification Specification
	

	
	2470100

	
	COMMUNITY AND HUMAN SERVICES ADMINISTRATOR 



Class Summary

The responsibilities of this classification include providing leadership, project management, direction and highly-specialized knowledge and expertise to help achieve long-term strategic goals. The Community and Human Services Administrator is responsible for implementing programs which deliver effective services to the community.  Incumbents in this classification work with county staff, external community organizations, and the public to develop programs that address the needs of the targeted population.   

Distinguishing Characteristics

This is a single level classification. The Community and Human Services Administrator is responsible for the daily supervision, business planning, budget and administration of specific county-wide community and human services programs. The incumbent identifies program scope, priorities and budget for assigned portfolio of responsibility. Incumbents in this classification differ from the Regional Health Administrator in that the Regional Health Administrator leads public health issues and programs and manages the operations of an assigned region.  
Examples of Duties (May vary by position)

1. Serve as the technical expert in the specialized area of community and human services programs and act as liaison with external community organizations and the general public.
2. Supervise professional and administrative staff.

3. Participate in the development and implementation of programs, policies, and procedures designed to address County community and human services priorities.
4. Provide ongoing leadership and contribute to the development and implementation of policy strategies that deliver effective services to the community.  Identify and evaluate services being provided and make recommendations for new programs and/or services.
5. Identify and develop new sources of funding for programs and services.
6. Determine project or program budget, schedule and scope; prepare overall program budget; assist in the justification of budget requests; determine financial and performance indicators and use evaluations to redirect projects/programs; monitor status of projects/programs.

7. Ensure resources are deployed appropriately and efficiently to maximize outcomes.
8. Negotiate, implement, and monitor contracts.
9. Monitor and research national and international trends to ensure programs and initiatives are responsive to and reflective of the current competitive practices and contextual factors.
10. Ensure that the program maintains compliance with all relevant laws and regulations.

11. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of and subject matter expertise in relevant community and human services programs

Knowledge of strategic planning techniques and principles, policy development and communication strategies
Knowledge of the practices and principles of human resources

Knowledge of public budgeting and accounting principles, including knowledge of the process of securing and maintaining alternative funding sources and the forecasting of financial needs
Knowledge of management techniques and principles, project and resource management, analysis, planning and organization
Knowledge of the grant writing process

Knowledge of federal and state laws and requirements, including federal regulations that govern funding sources (such as grant funds)
Knowledge of the process and techniques for developing, monitoring and measuring performance standards
Knowledge of the principles of contract negotiation and contract administration
Skill in the ability to establish effective collaborative relationships with multiple stakeholders and providers
Ability to communicate in person and in writing with a variety of individuals from diverse backgrounds with diverging opinions and viewpoints
Skill in negotiation, problem solving and conflict resolution, customer service and interpersonal relationships and the ability to handle multiple competing priorities and sensitive situations
Ability to use computers and software programs as necessary to the position

Education and Experience Requirements

Bachelor’s degree in a related field and five years of experience

Or any combination of experience/education/training that provides the required knowledge, skills and abilities to perform the work
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative) 

	Service Status
	Career Service

	EEO Code
	2

	Levels within same series
	None
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